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In preparing for the 2-day Inservice Training Seminar for the briv Licensing
Administrative He ring Officer, the administrator should read this ide firSt. The.
entire package of-m

Administrator's Guide,
necessary materials to be assembled, and describes the procedures to be
followed and the:activities involved in preparing for the seminar,

Instructor's Manual, which acquaints the instructional staf with all seminar
duties, prescribes instructional methods to be used, and cues The instructors
on visual aid use and time allotteJ'for each unit .

Participant's Manual, which contains the n eSsary schedule information
and all additional materials to be used by the hearing officers in the seminar. .

. This guide has been pre red to assist the course\administrator in planning for
the seminar. AS*.uch, it prove guidance and resource information. Planning con-
siderations include recommendations ror facilities, class size, instructor qualifi4a-
dons, and materials and, equipment.
n. After reviewing this document, the administrator also should read the histruc-
tor s G /ride .thoroughly: since it provides detailvtc.information on orientation of the
seminar instructors and how the sessions are to be conducted.

The agenda,whichfollows, includts a brief description of each day of the semi-
nar.

es the:

ich details the seminar objectives, specifies the
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SEMINAR AGENDA

Typical hours and contents are presented for each day. The seminar,organizers
may wish to change these to fit their particular circumstances.

Day One

9 a.m. 'to -noon

Unit 1: Introduction

The seminar leaders and participants will be introduced; the purpose and
scope of the seminar, explained-, the expectations for the participants' ac-
tivities, outlined; and the preseminar questionnaire, adniinistered.

Coffee break,

Unit 2: The Highway Safety System

The relationships among the. Department of Transportation (DOT), the
National Highway Traffic Safety Administration (NHTSA), the Federal
standards (5, 6, 7, and 10), and the State Departments of Motor Vehicles
(DMV's) will be explained. Disparities among Statevehicle codes, hearing
officer and driver improvement analyst (DIA) positions, and agency
policies will be des.cribed briefly. The tripartite nature of the hearing offi-
cer's role (legal, safety, and interpersonal) will be reviewed. The scope of
the problem and methods of driver. control will be illustrated with both
national and State-level statistics.

Unit 3: Licensing Agency Research Review

Background on the research that has been.done on licensing agenCies and
the Driver Licensing Agency Hearing Authority project will be provided
so that participants can understand the basis for the information in the
seminar: .

Noon to I

Group ltiOh
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p.m. to 5 pin

Unit 4: Legal Aspects: Hearing Conduct

The critical elements and sequence of activities that constitute the crea-
tion of an adequate record will be explained, including rules of evidence,
taking of testimony, and opinion writing. Examples of progress being
made by DMV's in the adjudication of traffic Offenses will be digcussed.

:
U It 5: The Sanction Dec ision

1

Hypothetical situations will be posed and particip'ants' judgments elicited
to demonstrate mastery of this unit. The necessary components of the

b
sanction decision will be explained fully..

Coffee break .

U nit 6: Practicat Application: Legal Requirements

The participants will be asked to demonstrate their mastery of this unit by
responding to sample taped cases in which the requirements of dUe proc-
ess are or are not met. Cues will be given for discrimination of improper

, ,,, actions being taken by the hearing officer, and the participants will learn to
identify correct sequences of activities that conform,to the latest mandates
Of the courts on administrative hearings.

9 a .m . to, noon

Day Two

Unit 7: Public Safety: Driver Problem Identification

Using the types of data usually available to the hearing officer, the process
of driver problem identification will be demonstrated. An NHTSA-
sponsored diagnostic "tool" will be introduced that categorizes driver
problems into specific "profiles." Sample cases will be reviewed; the
problems will be identified independently and then compared and dis-
cussed by all participa tS..

Coffee break

Unit 8: Interpersonal Dynamics

Given sample hearing tapes, the gearing officers will be asked to choose
the correct technique or techniques for use in problem identification.
These will include paraphrasing, perceptigp checking, and appropriate
questioning.

Noon to 1 p.m.

. Group lunch.

9
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SEMINAR AGENDA

[p.m.to5p.m.
Unit Practical Applica. tion: The Hearing Process.

Parti6ipants will perform as both hearing Officers and motorists in simu-
lated situations: Hearings will be judged by both leaders and other partici-_

pants on their legality, fairness, and potential effect on safety.

Unit 10: CoOrse Summary

Participants will be eq-uested to suggest alternatives to present sanctions
and to discuss the need for policy or statut9rya,anges. The'postserninar
questionnaire will be administered.

'5,
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SEMINAR -PURPOSE AND SCOPE

This training deve,lopment.project was s nsored by the Office of State Prq
gram Assistance, National Highway Traffic Safe y Administration, U.S. Depart'=\
ment of Transportation. Its overall objectives we e:'

Definition and documentation of the safety-relatedt,asks performed by hear-
ing off cers in nine.States. This is accomplished through. interviews with
them and their supervisors and actual observations of licensing agency hear-
ings.
Identification of, the types of training required to produce acceptable per-
formance of all documented hearing officer tasks:
Development and pilot test of,a 15-hour curriculum package, including an
A4ministrator's Guide, Instru'biCi's Manual, and ParticipUnt's Manual.

The resulting,training packiage has been designed for use by State licensing
agencies as inservice training for those personnel who administer bearings to the
driving public: .. -

This training program is directed toward increasing the hearing officer's
awareness of his or her potential effect on highway safety. The results of the de-
velopmental research upon which this training is based have indicated that the three
aspects of the hearing officer's role that influence'highway safety are legal, inter
personal, and public Safety. The training program focuses upon these three areas in
the following ways:

.,

Legal.aspects/A .Iprge part of Day One is devoted to the legal phases of a
hearing concentrating on, but not restricted to, the basic procedural 'te-

rmquirements necessary t eet due process with fairness and impartiality.
These legal aspAts of hearing affect the motorist's attitudes toward the
agency in terms of its credibility a's being just and fair. Hearing conduct and
the sanctioning process are pr 5nted from their legal perspectives.
Public safety aspects. Day Two begins with discussion of techniques de-
veloped f61 the ilentification of driver problems. This tornponent 'of the
tr ihg package is predicqted upon the finding that driver improvement c re -

)p nds'on the accuracy with which the source ofthe motorist's errant driving
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behavior' is identified and the sanction imposed. Bot subjective and objec-
emy techniques are described. It is. recognized hat iany agencies have

0 driver improvement personnel who perform the ties of driver problem
identification but, in most Statot, the hearing officeOwill be the only person
an,errant drivep_will see who-h4 any opportunity to chaligelhat behaviort,,
interpersonaraspects. The legal requirementS".of 4..hearing deter ine, the

V, Ocedutal frartiework within 'w ich the hearing balder must flinction ccu-. .
'rate problem identificationandapProthiate sanctiOningatconiplish th pub-

safeiS of a. hearing. However,.throughout theAParingthe hearing -

offica is .inteiVtingface to face with the motorist. Ifagi gains are to be or,

Made in affecting drivers' attitudes in a positive direction, the kearing officer,
must demOnstrate_colicern;,fairness, and diplomacy in .all interactions with
the motorist: In shOrt,-mastery of contiminication and interpersonal.skills is
critieal teiThe hearing .officer's performance. kis clear that skills such-,as .

these cannot be developed during a 2-day seminar. Howevera portion of
ays Two,is devoted to introducing specific techniques that will ttid in, the

e lopment of these, interpersonal skills.

mock 4,1eaOng in the final portions of the seminar provides the trainees n
Opporthnity todern,onstrate the integration of the legal, public safety, and interr-g
sonal aspects of the hearing officir:s. role as outlined by the /training. The mock
haring, conducted through ttileplaying bythe parVcipants,.also provides for the
yssessment ofsoinee's mastery of training gbals.
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\l"TATE4iALS TO BE AS BMW, D

h of Iase o semina p annin
upon ase\of accessibilit ,ofinfirn
,fios,t. Slates ildver licensi g ag
,sary data. The required i
of. the State's motort ve

. .

,) .
can-be expected to take 25-30 clays, depending _

tion.The adrninistratbr should work with the
ncy a d the,serninar instruCtors to ,obtain the neces-
ation fall's into te categories: (1) statutes:,Copies

code: plus any
hre

all applicable laws pertaining to
,administrative hearings, it h as an,A0 inistratve Procedures Act, should be ob-
jain&froin the licensing agency and,tlie State's A orney.Qeneral's office (Table 1;
presents a list of States known to have air Administrative Procedures Act a of
1975); (2) licensing.a ency policy: If the agency's heari g policies are docume tecl

r th administrative hearing officers): t i documentation sh ld
materials do not exist iii,written.form, a description o the
'rid procedUres should l7.e requested from the Chieplearipg'
ics/reports.: Records of numbers andhypes of hearings held

within the;past 5 years, thetpercentage or appeals, and numbers of thdse appe
that4were .overturned,by the courts or a higher level of agency authority also are-!:
needed., e' .

Table 1.---List.of States having anlaciministratiVe'procedures act as of 1975

(e..g., a manual
. 14 obtained. If these

hearing Officeris job
officer; and (3) statts

. \

°

Alabama
Arizpna
Arkansas
California cr;--.
Colorado $1..

Connpcticui, 4
.District orColUmbia-:
Florida
Georgia
Idaho
Illinois
Iowa.
Louisiana

MarYla-nd

L'ssachusetts

innes ta*
Mississi pi
Alissou -
Montqn
liettaskii
NeAda
New Hantshire
New'Jersett
New York
North Carolina
North Dakota.,

' r

. -
Ohio
Oklaho-ma
Oregon
Tennessee
Texas
Utah
Vermont
Virginia
Washington
West Virginia
Wis6onsin
Wyoming

6
r
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CUSTOMIZING THE UNIT 9 CASE MATEkIXLS . .

As indicated in the Instructor's Manual, 10"cases are &Aided in units for use
by. the.participants in the role7playing exercises. BeCause of the differences in State

,vehicle Codes; point systems, and hearing practiC s4ach of these cases will haveto
be examined in light of the.host States usual proc di.tres to assure that the offenses_
With which the motorist is charged wobld-actuall cause him or her to be scheduled
for a DMVIleafing. .

- FOr example, many States recpnest that motorists, appear. for a 'hearing when
they have been itivoNed in a fatal accident. If it is not the usual practice for the host
State to call the driver in for that reason, ` -Case No. 3, Fatal Accident" Will have to

..

be changed to reflect point accumulation: As-a practical matter, this means elittlinat-
ing the record of the latest offense (the fatal accident) 4nd inserting another 6ffense
in its place, perhaps a driving under the influence (DUI) charge. Thesechanges

quire very little effort or time and are critical to seminar success,_since all hearing
o icers must-readily agreeon the reason that.motorists would appear f,Or a hearing,
in t eir State. .

SEMINAR PARTICIPANTS

The seminar materials provided in this package have been designed to be pre-
sented to licensing agency heWing officers who can be expected to fit the following
profile to a great extent:

Have a 12th grade level of education or higher. _

Have at least 5 years' experience as yi employee of the lice mg agency,
either as a driver. license examiner or ;DIA.
Have a minimum of 2 years' ex'perie-n6e as a n offi having been
trained 6n-the-job by a senior-level hearing officer. ,

Be thoroughly versed in his orher State's Motor __Lcle code and agency
policy and highly Motivated to confoiin to &hese mi dateS.
Be aware of all of the most recent State-level decisions that directly affect his
or her job, and have sortie knowledge about U.S. Supreme Court and-other
Federal or State court rulings. )4.

The class siieenvisioned for this seminar is 8T10 hearing officers. Thi umber
of participants is viewed as

0

optimum given the 2i-day time period and the cessity
o

for extensive group interactionjn units 6-9. If the class size must be incr sed sub-
stantially (e.g., to"15 person's), the class must be split .into two'groups fo The role-
playing exercise in unit 9, singe each "role play and critique can be expected to take
approximately 25-30 minutes.

SEMINAR INSTRUCTORS

The criteria to be met f r instructorS of the seminar are as stated in the. Instruc- ,

. tor',5 Manual under The Ins ctor's Role."' This'sufficient to. 4y here that one of
7 -

,- 7
,..-_ /
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the two ins'tructors,must haVelegal trainingand be capable of donductingunits 4 and
5; which are'ptimarily concerned with the legal aspects ofithe hearing officer role..
The other instructor should be knowledgeable in the areas of highway.:Safety
search, interpersonal communication skills, and the psychological fac,tors that in-
fluence human behavior. It is important that the two instructors establish their-cred-
ibility in units 1. and 2 of the seminar, since theip perceived authoritativeness will
infl*rice greatly the hearing officers' impressionsof the iinformation gained.

MATERIALS,1014PMENT, AND FA LITIS
The equipment and materials re fired for administrations& the seminar are an

overhead projector; handouts, and cassette tapes and tape player. The overhead
projector is needed for units 2-5. Units (. and 8 requite the cassettes and tape player.

References should be available on a table in the meeting)room and Should ceih-.
sist of copies of all reports used-by the instructors in their ectures (See list in the
appendix), relevant Federal and State court decisions, and State-specific in-

YorrAtion provided by the host licensing agency. The participants ShOuld be told
that they can review these docinnents overnight but that all TeportS 'Must be re-

: turned to the instructors before he end of the 2d day of the seminar... "
cone significant pottier' of the seminar (Units 2 -5)' is concerned with highway

"safety research that has been.done over the past 10 yearTon the .effectiveness of
various iicens'ing agency countermeasures. These documents will brnecessar as
source materials for the instructors in preparing to conduct the seminar and also ill
be useful referenCe materials-for the hearing offiCers.

The meeting room shoal be, prepared to accommodate the participants a
instructors in a,sernitar arrangement (four 3- by 5-foot tables arranged ei\d-to-end
a hollow square) rather than the traditional student -type classroom style with all\
participants facing fprward and the instructors standing atthe head of the dais. The
.informal atmosphere promoted by this type of seating arrangement has beeh foun
to'be.rnost productive for the seminar.,

-SEMINAR EVALUATION l

Two types of evaluation are-used for the seminar: pre- and postseminarqUes-',.:
!tionnaires to measure the amount of new information gained by the partipants,
and a seminar evaltiation form designed assess the hearing officers' general
pressions of, the value of the 2-day training package as presented, COPies cif these
forms are included in thd Instructor's Manual, in the units in which they -are used as
handouts (units' 1 and 0)/

is
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APPENDIX
SEMINAR REFERENCES REQUIRED

Argyris, C., Intervention Theory and Method
(Menlo Park, Calif.: Addison-Wesley,
1971),-

Arthur Young and Company. A Study of Ad-
ministrative Hearings Conducted by State,
Driver Licensing Agencies (2 'vols.)
(Washington:. U.S, Dept. of Transporta-
tion, April 1977)

Buening, C. R Communicating on the Job:A
Practical Guide for Supervisors (Menlo
Park, Calif.: Addison-Wesley, 1974)

Carkhuff, R. k.;\11elping and Human Rela-
tions: A Primer for Lay and Professional
Helpers: Volume 2 (New York: Wilt,
Rinehart & Winston, 1969) ,

Force, R., "Administrative Adjudication of
Traffic Violations Confronts the Doctrine
of Separation of. Powers," Tulane. Law
Rev. 49, 110 (1974)

House, E. G.. and Waller, P. F., Driver Im-
provement Measures: An Ev.aluation
Based on Conviction and Crash Records
(Chapel Hill: University of North Carolina,
1976)

Johnson, D. W., and ,Johnson, F. P., Joining
Together: Group Theory and Group Skills
(EngleWoOd Cliffs, N.J.: Prentice-Hall,
Inc.: 1975)

Kaestn N.. and Speight, L , Oregon Study
of Giver Licenle Suspensions (Salem.
Oreg.: Department of Motor Vehicles,
1974) q.

Knapp, M. L., Non-verbal ComMuniCation
(New York: Holt, Rinehart & Winston,
1972)

0

Li, L.A(., arid Waller,. P. F., Evaluation of the
North/Carolina Habitual Offender Law
(Chapel kill: University of North Carolina;
1976)

McBride, R. S.; and Stroad, K. W., Jr., Diag-. -

nostic Assessment of Driver Problems.%!
Volume. I: The State-of-the-Art in Driver
Problem Diagnosis (Alexandria, Va.:
Human Resources Research Organiza-
tion, 1975a)

McBride, R. S., and Stroad, K. W., Jr., Diag-.
nostic Assessment of Driver Problems:
Volume 11: Assessment Techniques for
Operational Users (Alexandria:Va.:
Human Resources Research Organiza-
tion, 1975b)

Naftalison, L J., Manual for Hearing Officer's
in Administrative Adjudication (Albany,
N.Y.: State Civil Service Commission,
1972) ,

Nesbitt, and Mc Gill, D. W., Develop-
ment of Training Program for the Driver
Licensing Administrative Hearing Officer
(DLAHO): Phase I, DLAHO Task Anal-
ysis (Valencia, Pa.:. Applied Science As-

,- sociates, Inc March 1976)
Sindler, M. H., Administrative Rule Making

and Hearings and the Guillotine of Due
Process (Washington: Dept. of Motor Ve-
hicles, 1974)

U.S: Department of Transportation, Highway
Safety Progrdm Standards (Washington:
U.S. Dept. of Transportation, 1974)

U.S. 'Department of TranSportation, Seattle
Special, Adjudication for Enforcement

13
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(SAFE) Project.: Final Report (Washing-
-. ton:11.S. Dept. of Transportation, 19754
U.S. Department of Transportation, Report on

Administrative Adjudication of Traffic In-
c)fractions (Washington: U.S. Dept. of

Transportation, 1975b)
U.S. Department of Transportation, Traffic.

Safety 1975: Report to Congress (Wash-
ington: U.S. Dept. of Transportation,
1976a)

U.S. Department of Transportation, Report on
AdminiStrative Actiffilication of Traffic. In-
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fractions (Washington: U.S. Dept. of
Transportation, 1976b)

U:S. Department of Transportation, National
Highway Traffic Safety Administration,
An Evaluation of the Highway Safety
Program, Report to Congress from the
Secretary of Transportation, HS, 802 481
(Washington: U.S. Dept. of Transporta-
tion, July 1977)

Waller, P. F., "How Effective Are Driver
Education and Reeducation Programs?"
Traffic Sal 76, 22 (1976)
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